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The VARK questionnaire can be used to define individual learning profiles, which can then be personalised to support the development of new, powerful learning strategies and the enhancement of communication abilities. In order to help studentsbecome better learners, Neil Fleming developed the VARK learning style paradigm, which reflects four modalities: visual, aural, read/write, and kinesthetic (Khanal, Koirala, & Shah, 2014).
Peter Honey and Alan Mumford created the Honey and Mumford learning styles in 1986. Kolb's learning styles model (Leaver, 2005) served as the foundation for their work, but they developed their own Learning Styles Questionnaire (LSQ) because it was discovered that Kolb's LSI had low validity with managers.



1.1 [bookmark: _Toc500943472][bookmark: _Toc120529539]Identify learning styles for self and another 

My personal learning preferences are:
My results from the VARK survey showed that I have a very strong kinaesthetic sense. I got this result after answering to 18 questions that would have identified my learning style as kinaesthetic. Three visual questions, one aural question, four read/write questions, and 10 kinaesthetic questions were answered in total.
I fully agree with this outcome. In opposed to other learning styles, I do think that practical learning experiences using a more "hands on" approach better fit my learning preferences.
A person or people with a preference for the kinaesthetic like to use examples from personal experience while tackling practical challenges. They probably take pleasure in completing tasks and using concrete results. A kinaesthetic learner is known to like autobiographies and documentaries because they respect their experiences and prefer the more realistic things in life. They typically have the ability to put ideas into practise and function effectively in a team setting. Attending practical sessions, viewing displays, or browsing photos is preferred over reading text.
Learning another person's preferences: The results are diverse when using the data from this VARK questionnaire. I've looked into all the different learning styles there are, and this one differs from mine. I also questioned the person who received these results if they agreed with the outcome, and they stated their satisfaction because it appeared to reflect how they learn.
A person with multimodal learning preferences can use several modes, including visual, aural, and read-and-write. They have a variety of preferences that can differ and cover the VARK. When they are in particular situations and have the ability to channel different roles, people with this learning style have been known to adapt a different role with reference to learning.

Honey and Mumford -
I provided answers to a number of questions that would help me determine another result of learning styles. The results showed that reflector answered 17 questions with a yes, which was much than the o[image: ]ther categories.
Reflectors typically excel at evaluating findings and are aware to their own and other peoples work. Rather than taking charge and considering all options, they will monitor and observe situations. I fully agree with the result obtained from my responses to these questions. For example, I read a number of articles from different sources in order to gather the information I am writing about now. I've developed knowledge of what a reflector is, and I've given some thought to what I was going to write and how it would apply to me personally. In my perspective, if I were a reflector, I would watch events unfold, jotting down important details, and then carefully analyse the information before drawing a conclusion. Reflector enjoys listening to other people's points of view combined with their own to make an outcome of a bigger picture, Reflectors enjoy taking a step back to consider experiences and view them from a variety of angles. Before drawing any firm judgments, they gather information—both their own and that of others—and prefer to thoroughly analyse and consider it from all sides.
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SWOT Person 2


	
STRENGTHS
· Team Work & People Skills
· Organised
· Effective Leadership skills
· Ability to work under pressure



	
WEAKNESSES
· Poor interview skills

· Can appear shy infront of large groups

· Emotional

· Can get stressed easy


	
OPPORTUNITIES

· Pay increase

· Promotion

· Occasional time management issues

· Further qualifications

	
THREATS
· People with more experience

· New Software

· Lack of time to meet deadlines

· Rejection
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SWOT Person 1


	
STRENGTHS
· Good knowledge of Microsoft packages and other IT systems.

· Effective Communication

· Good Customer Service

· Hard Working



	
WEAKNESSES
· Anxious

· Impatient

· Tendency to Procrastinate

· Always busy



	
OPPORTUNITIES
· Working from home / remotely

· Promotion

· Opportunity to train new employees

· Increasing qualifications and experience




	
THREATS
· Location of workplace
· Competitors with better skills and experience
· New technology
· Personal Health











Using the SWOT analysis, I created two tables. I will use this information to identify my strengths, weaknesses, opportunities, and threats. I will also use it to predict how I will address my downfalls in order to eventually turn them into strengths. By considering how I can possibly turn any threats into opportunities, I intend to eliminate them.
I have used the same classmate for my second SWOT analysis table above.
While discussing the differences between the two tables, I made the decision to consider how my classmate might change their threats into opportunities and their weaknesses into strengths.
For me, it's easier to notice another person's skills than my own because I'd rather give advice than analyse myself. The discussion is as follows.
There seem to be a lot of strengths already, and they are good attributes. Working through your weaknesses one at a time might help you overcome a lot in terms of your weaknesses. Fearful, for example: I imagine that my friend could have felt a little apprehensive about beginning a higher education programme, but she took the jump and is succeeding today. An instance of transforming a threat into an opportunity.	
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Understanding my strengths, weaknesses, opportunities, and threats through SWOT analysis has made me aware of potential learning barriers.

Barriers for myself include the following: -
aware of potential learning barriers.

Barriers for myself include the following: -
· Personal Barriers – I have been a single parent to my daughter, most of my free time is spending time with with my daughter and my partner I also do a lot of driving her around to meet friends and taking her to work once she finishes school.
· Lack of previous knowledge – When starting to learn new things I start losing motivation as I have no previous knowledge.
· Fear of failure - I think it's safer not to try than to risk an unknown outcome. Fear of failure and reluctance to put new knowledge and skills into practice.
· Environment – Workplace offices, class rooms or even working from home can have many distractions, which makes concentration a little harder to learn.
· Geographical – depending on location I have to factor in time of journey and cost of journey.

Barriers to learning- Classmate:
With the help of the SWOT analysis and communication, I have identified some obstacles to learning that my classmate might face. As it has been a success in terms of a problem and a solution, I will continue to use the same style that I do.
• Childcare - Secondary-aged older children and family to help in case of emergency or other unforeseen circumstances.
• Maintaining a work-life balance while working full-time and caring for a husband, two teenage children, and a home. It's difficult to juggle assignments.
• Financial obstacles: Full-time employment and affordable higher education
Geographical Barriers: Local to area of study, owns a car, and is able to get to lessons with ease
.• Social Barriers – Other members  in their family need help also so not abl to offer the help always needed, family and husband are supportive.
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Myself – 
Childcare
My daughter is now coming of age where she is now in sixth form studying for higher education and will also be learning to drive soon so wont depend on me for lifts and have to drop everything to attend to her needs which sometimes can get in the way of my own important day to day tasks so I will have more time to be able to do the things I need to do to be able to achieve my goals.
Work-Life Balance
I work part time at the moment to allow me to be able to take my daughter to sixth form and be able to pick her up as other members of my family also have work commitments, whilst working part time I am able to do this course as it is something I want to achieve for myself.
• Financial Barriers – I've considered repayment options and want to eventually be in a situation where I have a better-paying job that I love and excel in. In this way, the end result will be worthwhile. I've looked into grants with the help of student loans, and I found that there are a number of affordable maintenance loans available, so this will also help me.
•Geographical barriers - I am fortunate enough to live quite central to my base of learning and have my own car.
Social Barriers – I am fortunate that on the evenings I attend class and on the weekends my daughter don’t have school so I am able to attend and not have to worry and if there’s any issues my partner is there if need be.
Classmate –
Childcare - Because the kids are older and in secondary school, drop-off and pick-up times may be arranged around the kids' school hours. There is no need for day care during these times because there is family to help in case of emergency and time off from school.
• Work-life balance - Evenings work well to squeeze in classwork after dinner is prepared, etc. School holidays are off, giving you time to spend with your kids or catch up on work. a helpful Husband who gave me time to finish my tasks when I was away from my busy day job.
• Financial obstacles - When the loan is repaid, the final aim, will be increased. The goal of taking this course is to earn a better wage at a cost that is manageable.
• Geographical barriers - Fortunately, they are kept to a minimum for people who live close to their place of study and have access to a car. It is also simple to attend lessons around working hours and childcare, and a plan is in place for emergencies and holidays to keep absences to a minimum.
• Social hurdles - Husband helps with childcare while attending evening and weekend sessions.
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[bookmark: _Toc500943477][bookmark: _Toc120529544]2.1 Analyse learning/development options to meet needs of self & another.

I've been reviewing my SWOT in order to analyse my learning and growth possibilities and have discovered that I have space for improvement in many areas. By taking this course, I'll be aiming for a higher managerial position.
I believe that taking this course will improve my skills and, in turn, my confidence to advance in my work. As that can occasionally be one of my weaknesses, my goal is to complete the assignments as soon as they are due and to have the confidence to ask for help. As a reflector, I do believe that I would rather listen in the background than participate and speak. After the fact, I usually analyse the situation and deal with each issue one at a time.
I intend to successfully complete this course with the qualities and skills I need to progress in my job, and I'll actively adapt to various learning styles.

According to my classmate's SWOT analysis, they are strong in many areas but have room for improvement in a few others, which would change some of their weaknesses into strengths. for instance, self-assurance. Talking to other students in the class could assist gradually boost their confidence if they are having trouble speaking in front of an audience a fantastic place to start and a great method to overcome fear is to turn stubbornness into desire to achieve.

[bookmark: _Toc500943478][bookmark: _Toc120529545]2.2 Identify support mechanisms for the development of self & another

I've come to understand that I have a lot of resources available to me. If I struggle with an assignment, friends and family are always willing to help, and my partner is very encouraging of my studying. When I need assistance from the university, I can ask my tutor for advice, guidance, and feedback. I can talk to my classmates for help with the assignment's related topics, the HWB, and the library. Student services are also available to help me overcome any financial obstacles I may encounter.
I've been working with a classmate on their SWOT and learning styles, and I've asked them if they feel supported and how they would get support if they needed it.
Their family is also helpful when it comes of childcare and study space, is aware of the services the university has to offer, and regularly communicates with the tutor for feedback. By asking for assistance when they need it and being aware of the support they have, individuals may get over obstacles.



[bookmark: _Toc456901523]







[bookmark: _Toc500943479][bookmark: _Toc120529546]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
How to handle challenging circumstances in a management role


	
Observe, shadow, ask for help
	
My manager's support, using this training,
	
developing experience at the completion of the course, and possible promotion
	
October 23

	
How can I further my learning?





	
Gain the skills I want to through this course.

	
Tutors help and support
	
gaining skill at the end of the course
	
October 23

	
Pass the course


	
Make sure all assignments are complete
	
Tutors help and Support 
	
Working to deadlines and passing all assignments
	
October 23



	What do I want to learn? 
	What do I have to do? 
	What support and resources will I need? 
	How will I measure success? 
	Target Date for Review 

	 How to speak in public with confidence
 
	 Practice speaking in front of small groups
	Other students and tutor
	 By being able to stand up and speak to the class and feedback
	October 23

	To get over fear
 
 
 
	 Face your fears each day 
	 Other students and tutors support
	 Things that were once dreadful will be handled without difficulty.
	  October 

	 
 Avoid stressful situations
 
 
	Deal with situations accordingly
	Family support
	But not feeling anxious 
	 October 




Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
Pass the course, develop better skills

	Medium Term Goals (2-3 years)

	Be employed full-time, hopefully in a higher position with newly gained skills.





	Long Term Goals (3-5 years)

	A full-time managerial position




	Short Term Goals (next 12 months)

	
Pass the course, develop better skills

	Medium Term Goals (2-3 years)

	Be employed full-time, hopefully in a higher position with newly gained skills.





	Long Term Goals (3-5 years)

	A full-time managerial position
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What happened?


	What have I done?
Learning styles, SWOT analysis, and work on threats and weaknesses were discovered

	What do I believe or feel about this?
In terms of studying and improving my job path, I feel confident and open to trying new things. I believe that by the end of this course, I will succeed and have gained the necessary skills.

	How did it go—good or bad?
I absolutely agreed with the process of learning how to assess my learning style, and it was interesting to learn about the various learning styles that exist.

	
My conclusions/reflections/lessons learned


	What did I discover?
I discovered that everyone learns in a different way and that I am more capable than initially thought at some topics.

	What have I achieved?
he ability to ask and seek support and advice

	How well have I applied any theory?
by considering what I have discovered. I've given my work and research a lot of thought, and I've tried looking at various learning methods.


	What do I know more about myself now?
That I can achieve my goals if I work hard enough. I am more self-assured than I first anticipated, and I am able to assist others in ways I never thought.


	How does what I'm doing help me get better at a certain skill?
I can get at the best decision by analysing situations and using my reflecting qualities

	How can I use this to make future plans?
I will be able to put the abilities I have already learned to use by constantly looking for opportunities to transform threats into opportunities.

	How can I apply this to learn new opportunities?
I've tried a variety of learning methods, read books and handouts, and done a variety of other things to help me along the process.

	
My plan to do something better/different by using what I have learned 


	What will I change if I have the chance again?
Rather than jumping straight in and discovering things bit by bit, I will take my time and sit down to read everything I have to say. I thoroughly researched the assignment and applied information I just learned, and I discovered that some of it was simpler to understand than others.



	What can I change for the future?
Having quick access to all of my notes and research materials, taking breaks between parts, and not attempting to complete everything at once



Classmate

	
What happened?


	What have I done?
I talked with my classmates, asked for advice from my tutor, and identified my own and another person's styles of learning.

	My thoughts and feelings on this?
Self-assured to ask advice and happy to do so

	Was it a success or a failure?
good, pleased with feedback, self-assured in talking with others and asking for help when needed

	
My conclusions/reflections/lessons learned


	I learnt what?
Having effective communication skills, learning new things for myself and someone else

	What have I achieved?
To make Time for myself and what I want to achieve going forward in life

	How well have I applied any theory?
I wanted to improve my public speaking, and I think I've done well so far at talking with others and asking for assistance.

	What do I know more about myself now?
More confident than previously believed, overcoming anxieties with assistance from others

	How does what I'm doing help me improve at a skill?
By showing me how to accept assistance and the fact that I don't have to handle everything on my own. It's not as bad when I ask for help.

	How can I use this to make future plans?
By keeping in mind the abilities I have learnt and anticipating the skills I will gain

	How can I use this to create learning opportunities?
By using all the skills I have leant going forward


	
My plan to do something better/different by using what I have learned 


	What will I change if I do this again?
When help is required, I should ask right away rather than putting off looking for an answer. I know what my obstacles are, and I'm going to try to find ways to overcome them.


	What will I change if I do it again?
So that I know what to do first and last, identify main support. A good technique to determine what I am good at and what I need to focus on is to make a list of my strengths and weaknesses.
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Fredrick Place, Llansamlet, Swansea
Personal Statement
I am currently studying for a degree in Leadership and Management, where I am learning about the theoretical underpinnings that inform best practices in business.
I am a friendly, open and confident person, seeking a post in the administration that will enable me to put my studies and theories into practice in the workplace.
I feel my personality which is outgoing, enthusiastic and customer focused is ideally suited to the role applied for and would very much look forward to working with a vibrant, exciting company.  
Skills
Networking: 
My excellent networking abilities have opened vital channels of communication for the team. 

Customer relationship management: 
My ability to cement and advance client relationships has led to an increase in contract renewals.
Communication Skills:
Working with a wide range of colleagues has taught me how to strengthen my written and verbal communication. ensuring that knowledge is efficiently transmitted and completely comprehended.
Presentations: 
I have presented information about company services in a number of client meetings and have secured significant new business through face-to-face meetings.

Office Package:
I am an accomplished user of Microsoft Office, including Word, PowerPoint Outlook and Excel.

Organisation:
I can now more efficiently sort through and process both paper and electronic files. In order to facilitate workflow and increase productivity, I was also able to enhance one of the systems utilised by my team.

Employment
Newlook- I worked in newlook for over 12 years my position was a store supervisor my duties included the running of a busy retail store day to day making sure all promotions and new line stock was available on the shop floor also staff rota

RGM Vehicle body repairs- This is my current job I work in the accounts department my role here is to make sure all the banking is done on a daily  basis all accounts are up to date invoicing and purchase ledger.

Education
Certificate in Higher Education Skills for the Workplace Level 4  (current)
9 GCSEs including Maths and English 

References
References are available on request
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Please consider my CV in your quest for an Administrative Assistant in response to your job posting. I believe my history and skills are a good match for your job needs, and I am convinced I can contribute to the Company.
Some of my major abilities that are applicable to this position are as follows:

· over 5 years professional experience in an administrative capacity supporting and assisting a single department as well as various persons within the firm
· extensive experience in data management, research, report writing, presentation development, composing correspondence, meeting and trip organisation, event management, and customer service
· a thorough understanding of various computer applications such as MS Word, Excel, Powerpoint, and Access
· an independent worker with a reputation for being a resourceful problem solver who relies on her initiative and organisational skills to complete tasks
· considered a capable team member who is always willing to go the extra mile
· demonstrated capacity to focus and self-direct in a fast-paced work environment while coping with competing needs
If you are searching for a motivated administrative assistant who is dedicated to exceeding expectations at work, I would appreciate the opportunity to meet with you for a more in-depth discussion.
I am available for an interview as soon as possible; please contact me by phone or email to set up a time and day for us to meet.
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